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(1 Discussions of strengths, weaknesses, 
and deficiencies should reference the specific 

evaluation factor involved to ensure that 
proposals are evaluated only against the cri-
terion set forth in the RFP, to facilitate 
debriefings, and to provide an effective de-
fense to any challenges regarding the legal-
ity of the selection process.) 

1 Copies may be obtained, at cost, from the 
National Technical Information Service, 5285 
Port Royal Road, Springfield, VA 22161. 

2 See footnote 1 to section A. of this appen-
dix. 

(4) Ensuring that contractor’s personnel 
are properly supervised and managed. 

3. Weighting factors. Points will be assigned 
to the final score of each factor in a proposal 
as determined by multiplying the score as-
signed (e.g., ‘‘0,’’ ‘‘1,’’ ‘‘2,’’ ‘‘3,’’ ‘‘4,’’ or ‘‘5’’) 
by the relative weight of the individual cri-
terion as indicated: 

Factor 

Rel-
ative 

weight 
(per-
cent) 

Max-
imum 
points 

CRITERION 1 ............................................ 40 200 
CRITERION 2 ............................................ 30 150 
CRITERION 3 ............................................ 20 100 
CRITERION 4 ............................................ 10 50 

............ 500 

(EXAMPLE ONLY): 
CRITERION 1: Score 5 (5 × 40), 

Total Points ................................ 200 
CRITERION 1: Score 4 (4 × 30), 

Total Points ................................ 120 
CRITERION 1: Score 3 (3 × 20), 

Total Points ................................ 60 
CRITERION 1: Score 2 (2 × 10), 

Total Points ................................ 20 

400 

4. Report of findings and recommendations. 
After the SSAC has completed final evalua-
tion of proposals and all weighting has been 
completed, the committee will prepare a 
written report of its findings and rec-
ommendations, setting forth the consensus 
of the committee and its composite scores 
(Sample at attachment 3 to this appendix). 
The Chairperson will sign the report to con-
firm its accuracy and his agreement with the 
recommendation. All copies of proposals and 
evaluation worksheets will be returned to 
the contracting officer. 

ATTACHMENT 2 TO APPENDIX B TO PART 247— 
SAMPLE EVALUATION WORKSHEET 

CONTRACTOR lllllllllllllll

EVALUATOR llllllllllllllll

DATE llllllllllllllllllll

EVALUATION CRITERIA AND SCORES 
(RANGE 0–5 POINTS FOR EACH) 

1. Technical and production 
capability: llllllllllllllll

2. Services and items 

offered: llllllllllllllllll

3. Past performance 

record: llllllllllllllllll

4. Management 

approach: lllllllllllllllll

NARRATIVE DISCUSSION: 1 

Strengths llllllllllllllllll

Weaknesses lllllllllllllllll

Deficiencies lllllllllllllllll

ATTACHMENT 3 TO APPENDIX B TO PART 247— 
SAMPLE MEMORANDUM FOR SELECTING OFFI-
CIAL 

SUBJECT: Evaluation of Proposals 

RFP No. llllllllllllllllll

1. All proposals received in response to sub-
ject RFP have been evaluated by the Source 
Selection Advisory Committee (SSAC). The 
results and comments are listed below. 

a. Offeror’s proposals were rated as follows: 

Offeror Name Numerical Score 

b. Summary Narrative Comments. 

(This section of the report shall be a sum-
mary of the individual strengths and weak-
nesses in each proposal, along with any defi-
ciencies that are susceptible to being cured 
through written or oral discussions with the 
offeror, as noted by the SSC evaluators. This 
summary should be supported by detailed 
narratives contained on the individual eval-
uator’s worksheets.) 

2. Recommendation. 
llllllllllllllllllllllll

Chairperson, SSAC 

APPENDIX C TO PART 247—MAILING OF 
DOD NEWSPAPERS, MAGAZINES, CE 
GUIDES, AND INSTALLATION MAPS; 
SALES AND DISTRIBUTION OF NON- 
DOD PUBLICATIONS 

A. Policy. It is DoD policy that mailing 
costs shall be kept at a minimum consistent 
with timeliness and applicable postal regula-
tions. (See DoD Instruction 4525.7 1 and DoD 
4525.8–M.2 Responsible officials shall consult 
with appropriate postal authorities to obtain 
resolution of specific problems. 

B. Definition. DoD appropriated fund post-
age includes all means of paying postage 
using funds appropriated for the Department 
of Defense. These means include meter im-
prints and stamps, permit imprints, postage 
stamps, and other means authorized by the 
U.S. Postal Service. 

C. Use of appropriated fund postage. 
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3 See footnote 1 to section A. of this appen-
dix. 

1. DoD appropriated fund postage shall be 
used only for: 

a. Mailing copies to satisfy mandatory dis-
tribution requirements. 

b. Mailing copies to other public affairs of-
fices for administrative purposes. 

c. Mailing copies to headquarters in the 
chain of command. 

d. Bulk mailings of DoD newspapers and 
magazines to subordinate units for distribu-
tion to members of the units. 

e. Mailing information copies to other U.S. 
Government Agencies, Members of Congress, 
libraries, hospitals, schools, and deposi-
tories. 

f. Mailing of an individual copy of a DoD 
newspaper, magazine, or CE publication in 
response to an unsolicited request from a 
private person, firm, or organization, if such 
response is in the best interest of the DoD 
Component or its subordinate levels of com-
mand. 

g. Mailing copies of DoD newspapers, mag-
azines, guides, or installation maps to in-
coming DoD personnel and their families to 
orient them to their new command, installa-
tion, and community. 

2. DoD appropriated fund postage shall not 
be used for mailing: 

a. To the general readership of DoD news-
papers, magazines, guides, and installation 
maps, unless specifically excepted in this 
part. 

b. By a CE publisher. 
c. CE publications other than newspapers 

and magazines in bulk. (See paragraph C.1.d. 
of this section). 

3. Generally, DoD newspapers, magazines, 
and CE publications shall be mailed as sec-
ond class Requester Publication Rate, third- 
class bulk, or third- or fourth-class mail. 

D. Legal prohibitions. Compliance with 18 
U.S.C., 1302 and 1307 is mandatory. 18 USC 
Section 1302 prohibits the mailing of publica-
tions containing advertisements of any type 
of lottery or scheme that is based on lot or 
chance. 18 USC 1307 authorizes exceptions 
pertaining to authorized State lotteries, lot-
teries conducted by a not-for-profit organiza-
tion or a governmental organization, or con-
ducted as a promotional activity by a com-
mercial organization and clearly occasional 
and ancillary to the primary business of that 
organization. An exception also pertains to 
any gaming conducted by an Indian tribe 
under 25 U.S.C. 2720. Lottery is defined as 
containing the following three elements: 

1. Prize (whatever items of value are of-
fered in the particular game). 

2. Chance (random selection of numbers to 
produce a winning combination). 

3. Consideration (requirement to pay a fee 
to play). 

E. Review of mailing and distribution effec-
tiveness. 

1. Mailing and distribution lists shall be re-
viewed annually to determine distribution 

effectiveness and continuing need of each re-
cipient to receive the publication. 

2. Distribution techniques, target audi-
ences, readers-per-copy ratios, and use of the 
U.S. Postal Service to ensure the most eco-
nomical use of mail services consistent with 
timeliness shall be revalidated annually. 

F. Non-DoD publications. A commander 
shall afford reputable distributors of other 
publications the opportunity to sell or give 
away publications at the activity he or she 
commands in accordance with DoD Directive 
1325.6.3 Such publications shall not be dis-
tributed through official channels. These 
publications may be made available through 
subscription paid for by the recipient or 
placed in specific general use areas des-
ignated by the commander, such as the foy-
ers of open messes or exchanges. They will be 
placed only in stands or racks provided by 
the responsible publisher. The responsible 
publisher will maintain the stand or rack to 
present a neat and orderly appearance. Sub-
scriptions paid for by a recipient may be 
home-delivered by the commercial dis-
tributor in installation residential areas. 

APPENDIX D TO PART 247—AFIS PRINT 
MEDIA DIRECTORATE 

A. General. The Print Media Directorate 
(PMD), an element of AFIS, develops, pub-
lishes, and distributes a variety of print 
media products that support DoD-wide pro-
grams and policies for targeted audiences 
throughout the DoD community. Products 
include the following: 

1. American Forces Press Service, news and 
feature articles, photographs, and art tar-
geted principally to editors of DoD news-
papers. 

2. DEFENSE magazine, a bimonthly maga-
zine featuring articles authored by senior 
military and civilian officials on DoD pro-
grams and policies. An annual almanac edi-
tion highlights DoD’s organization and sta-
tistical information. 

3. Defense Billboard, a monthly poster fea-
turing topics of particular interest to junior 
Military Service members, but applicable to 
general DoD audiences. 

4. Pamphlets, booklets, and other posters 
covering a variety of joint interest informa-
tion topics. 

5. PMD posts the Press Service on Military 
Service computer bulletin boards and inter-
net world wide web sites. PAOs and editors 
may download text and art in a form readily 
usable for word processing or desktop pub-
lishing. All other PMD publications should 
be requisitioned through the Military Serv-
ice’s or organization’s publications distribu-
tion system. 
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